Al 15, Encl. 5

The OSD Functional Files Svstem

The records disposition schedules contained in enclosure 4
this Instruction are arranged according to a “functional “file
stem that is, according to the major functions by which they
|1 be arranged for filing and retrieval. This is the only type
f filing systemauthorized in the OSD. This enclosure outlines
n detail how to create and maintain such a filing system

to
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A.  Eiles Planning. Planning the proper |ocation of files
so they are arranged in a manner that wll facilitate their use
and disposition is the first step in effectively nmaintaining
records. . Primary planning considerations are nmaximzing ease of
reference-to the file-s, minimzing duplication of records,
pfﬁserving permanent records, and systematically disposing of all
ot hers.

. B. FEile Plan Designation. A decentralized and specialized
file plan shall be used wthin the OSD. Under this plan,
docunents that are accunulated and used in performng a function
?hall_be | ocated in the organi zational elenment performing the

unct i on.

1. Specialized files of OSD-wide interest and use may be
centrally located. The OSD Conponents may establish centralized
file systems in their organizations if they are nore effective
and conveni ent.

. 2. The OSD Conponents shall establish witten procedures -
stating or explaining where the record copies are filed. Each
such location IS known as an office of record.

| 3. Each office of record is responsible for the custody,
mal nt enance, retirenent, and disposition of current docunments of
the office it serves.

. 4. The followng factors shall be considered in
designating offices of record:

_ a. Access. Records kept sufficientIY_accessibIe to
the using activities so that nmaintenance of duplicate files is

unnecessary.
b. Security. Cassified nmaterial maintained in

security containers or secured areas established in accordance
w th DoD 5200.1-R (reference (h)).

€. Space. Adequate space for present and antici pated
needs, including the safety, health, and norale of records
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personnel. Offices storing large quantities of records shall be
given fire protection and shall be designated as nonsnoki ng
ar eas.

o d. Arrangenent. Files equipnent and supplies
positioned to provide control, snpoth workflow, and conveni ence
to the maxi mum nunber of users. Cassified files and containers
shal | be |ocated away from wi ndows and doors to prevent illicit
acqui sition of, or unauthorized access to, classified information
(Al 27, (reference (0)). Files reqU|r|nP protection because they
contain privacy information wll be handlled and arranged in
accordance with DoD Directive 5400.11 (reference (k)).

C. Records Evaluation. There are two types of records:
tenporary and permanent (see enclosure 3, Definitions).
Tenmporary. records are disposed of in the current files area (CFa)
or at a Federal Records Center after a specified period of tine.
Permanent records are eventual |y accessioned by the National
Archives and Records Adm nistration, at which tinme they cease to
be the property of the orjg|nat|n% agency. The val ue of records
| S not necessar|I% determned by how long they wll be kept --
many relatively short-term docunents (personnel and healt
records for instance) are extrenely inportant although they do
not docunent the operation of the Federal governnment, which is a
major criterion for permanent records. The evaluation process is
Rgrticipative and includes the docunent creator, the Records
y Eage&regtz)Dl vi sion, and NARA evaluators, If required (See Figs.

-1 and 5-2).

D. Docunentation and File Arrangenent. Docunentation
concerns the creation of records and the assenbly or
consolidation of these papers in proper sequence. FEffective
docunentation ensures a conplete account of actions taken,
comtnents nade, and results achieved. File arrangenent is
sinply the relative positioning of records in a filé. Fffective
file arrangement produces easy retrieval and disposal of
docunent s.

E. Basic Fil e Groups

. 1.  Subject Files. These are files arranged according to
their’ general content, or papers on the sane topic brought
together in one place to nake finding them easier. Subj ect files
consist mainly of general correspondence but may also include
forms , reports, and other material that relate to programs and
functions but not to specific cases. The purpose of the, subject
file is to provide conplete docunentation in the appropriate
subject functional area. An exanple of subject files is office
admnistration files which are broken down into policy,
instruction, agreenent, committee, staff visit, and reference
paper subject categories.
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Al 15, Encl. 5

- 2. Case or Project Files. A case or project file
contains material on a specific action, transaction, event,
person, pro j ect, or other subject. Case files may cover one or
several subjects that relate to a particular case. A contract
file maintalined by an Agency contracting office for exanple m ght
contai n proposals, bids, addenda, inspection reports, paynent
aut hori zations, correspondence, and |egal papers. An Agency
contract nonitor, on the other hand, would keep a case file
containing copies of interimand final technical reports,
menor anduns, correspondence, and other docunments on a
contractor’s performnce and product ion of a specified
deliverable. Another famliar exanple of a case file is the
Of ficial .Personnel File. Case filing is the most efficient
method for filing and using large quantities of records. The
NARA estimates (1983) that 85 percent of al 1 Federal records are
arranged as case files.

a. The documents nmay cover one or nore subjects. on a
caﬁg or project but wll always be filed by a specific title or
nunber .

. b, A distinguishin? feature of a case or project file
Is the simlarity in nature of the papers wthin the case

f ol ders.

~c. Papers are arranged wthin each case file in
chronol ogical order wth the nost recent papers placed at the
front of the file fol der.

d. Case or project files are closed upon occurrence of
an event or action and placed in an inactive file. Exanples of
events or actions that would result in placing a file in Inactive
status would be the decease or separation of personnel, a final
contract paynent, or project conpletion.

~e. Case files may be filed al phabetically by
nane, title, country, organization, or nunerically to pernmt ease
of filing and finding, wthout resorting to special finding aids
such as 1 ndexes and guide cards nmaintained separately.

3. Reference Files. Sonetines called convenience files
or working files, may include extra copies of documents that are
officially recorded el sewhere, such as books, panphlets, and

catal ogs. These files should be reviewed periodically to retain
only those that are current and of significant reference val ue.

F.  Filing Arrangements. The first step in arranging a
group of files Is to determne the major functional caltegories

that apply. These are listed in the main body of this
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Instruction. Assistance is also available fromthe Records
Managenment Division in helping make this determnation. After
selecting the major functions file grouping, a nmethod of _
arrangi ng each group is selected based on the primary function by
which the file will be requested. - Wthin the basic arrangenent
sel ected, one or nore arrangenments for further breakdown or
subdi vision may be used. For exanple, geographically arranPed
records may be arranged further by organization; records filed by
subj ect may be arranged chronologically. This is optional with
the office requiring the creation of specific files, provided
they use one of the follow ng systens:

1. Nunerical Arrangenent. This systemis used to |
arrange files identified and referred to by nunber, such as bills
of lading, requisitions, and purchase orders.

2: Chroneolodical Arrangenent. This systemis used to
arrange files in date sequence when the date i's the prinmary means
of rererence, and is useful for keeping records in small,
nanageable_?roups; usual |y by year, nonth, day. Reading and
suspense files are exanples of files arranged by date.

3.  Ceographical Arrangement. This systemis used to
arrange files by geographical [ocation, such as area, country,

state, or county; it is used when the geographical location iIs
the primary means of reference. The files are arranged first in
al phabetical sequence, according to the name of the main
geographi cal area, such as State, then by the next npst inportant
subdivision required for reference, such as counties or cities.

4. Organi zational Arrangenent. Thjs arrangenent is used
when the name of the organization is the primary nmeans of
reference. Organizational arrangement is fundanental ly an
al phabeti cal arrangenent of organizations as they relate to each

ot her .

5. Al phabetical Arrangenent. This systemis used to
arrange a file by names of persons, conpanies, or agencies in
al phapet i cal sequence. Articles, conjunctions, and prepositions
are disregarded when filing al phabetically.

. 6. Subject Arrangenent. This systemis used to arrange
files by subject when the subject is the primary neans of

r ef erence.

7. Functional File System Under this system -a
docunment is filed by the function to which it relates and not

necessarily according to the subject of the docunent. This i
the OSD-preferred systemand is further described in paragrapﬁ

h., below
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*

G Records and Files Survev. Each office of record shall

prepare a listing identifying each file series of records it
maintains. This listing will provide a conprehensive system of
| dentification, maintenance and disposition of docunents. In
pLe ﬁring and maintaining the listing, each office of record
shal | :

1. Forward one copy to their conponent records
managenent officer.

2. Review the Records Disposition Schedule (see
enclosure 4) annually to ensure that all records are properly
| dentified and the schedule is accurate and conplete. |
revision Is deened netessary, contact the OSD Records
Adm ni strator through the conponent records nanager.

H. Functional File Svstem concept

1. The” OSD functional file systemis based on the
concept that each elenment or office maintains records docunenting
the performance of each of its functions.

2. The functional file systemfor the OSD is a system
for identifying and arranging records, followng the principle
that 1dentitication or coding of records, papers, correspondence,
and communications is intertwned wth the function that they
document. The coding and arrangenment of files under this system
| end thenselves to a nore flexible arrangenent.

. Oganization of the OSD File System. The organization
of OSD functional file system provides for the division and
| dentification of records and docunents into several distinct
subject series to facilitate referencing and disposition.

1. Series 100 pertains to Ofice Admnistration Files.
These files relate primarily to the performance of the
adm ni strative operations in general or to the nornal
housekeepi ng operations of any office.

2. Series 200 and uE pertain to the functional files.
The first subdivision of each of these functional series is
devoted to admnistrative files on the particular functions as
opposed to the general admnistrative file in series 100.. These
series relate to specific mpjor functional or functional subgroup
areas’ of the OSD. Series identification file nunber descriptions
and instructions for retention and disposition for all the
functional file series are contained in Enclosure 4.
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J.  Applicability. The OSD filing system shall apply to all
files. Excluded are publications, blank forns, reference
materials, books in formally organ|zed and off|C|aII¥ desi gnat ed
libraries, and reproduction material, such as stencils and offset
nmast ers.

K. Functional Area Numbering SvsStem

1. The OSD file systemis set up on a functional basis
and does not necessarily follow an organi zation relationship.

FoIIomAnP are the present major groups wth the appropriate
nuneri cal designation:

100 Ofice Admnistration (CGeneral) and Conmon
M ssion Files

200 Administration

300 Conptrol | er

400 Ceneral Counsel

500 Intelligence

600 Reserve Affairs

700 Public Affairs

800 Pol i cy

900 Health Affairs

1000 Legislative Affairs

1100 Command, Control, Conmunications and
Intelligence (C%

1200 Acqui sitions

1300 Research and Engi neering

1400 Program Anal ysis and Eval uati on

1500 Atom c Energy

1600 Machi ne- Readabl e and Word Processing Files
1700 Court of MIitary Appeals

1800 Personnel and Readi ness

1900 DoD Dependents School s
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2000  Operational Test & Evaluation

2100  Special Operations & LowIntensity Conflict
2200 DoD Drug Policy Coordinator

2300 On-Site Inspection Agency

_ 2. These mmjor functional groups are further divided
Into functional subgroups, as shown in the exanpl es bel ow

305 Audit Files _

703 Def ense I nformation
3. A dash is then enployed before designating the third
category breakdown and a two-digit nunber, such as 01 or 08, is
al ways used with this category. Exanples are:
305-01 Inter-Service Audits
703-01 Media Travel

4. By conbining all elements of this nunbering system
the follow ng exanples denonstrate their conposition:

300 Comptrol | er

305 Audit Files

305-01 Inter-Service Audit Files

305-01.1 DoD Audit Performance Files

1800 Personnel and Readi ness Files

1805 Cvilian Personnel Policy Files

1805- 03 Conpensation and Position Mnagenment Files
5.  Most of these categories are functional breakdowns

and not files. A file shall be set up for only the | owest
category shown which will always appear as the third or fourth
breakdown. Also, for a category actually to be a file, it has to
have a description and be included on the disposition schedule as
listed in the Records Disposition Schedules (enclosure 4). In
the 100 and 200 (Office Admnistration) series and a few of the

remai ning categories, files shall be set up for the third major
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breakdown such as 101-01.

6. File nunbers in the 100 series are comon to nost
offices in the OSD and are described in greater detail in
Encl osure 4. The OSD Records Managenment Division does not
designate specific functional files for each office to allow
flexibility in setting up specific files under functional areas.

_ _ a. Alisting of all files kept in an office shall be
mai ntai ned by the OSD Conponents. In the 200-up series, the
?!Plt nunberi ng systemshall be used to designate specific office

| | es.

b. Each office shall determne the functions for which
they are primarily responsible and assign nunbers to the specific
files that office maintains under that function.

L. Fil es Control

1. The success of an¥ filing system depends upon several
steps: arranging guides and folders, preparing and filing
nmaterial s, re1r|eV|ng papers in the files and charging them out,
keeping the files orderly, and transferring or destroying
|nacé|%f or usel ess files in accordance wth approved disposition
st andar ds.

2. Any systemis acceptable that enploys the procedures
and conforms to the disposition schedul es at encl osure 4.
However, the procedures explained in Earagraph m, below, and
Il lustrated in Figures 5-3 through 5-5 to this enclosure, should
be followed as closely as practicable to ensure uniformty and
efficiency in storing, retrieving, and disposing of files.
Neverthel ess, file managers should use discretion and initiative.
For iInstance, file folder |labels do not have to be typed but they
nust be neat and |legible. Labels must have all the information
required to identify the papers in the folders, but they do not
necessarily have to be in the exact format shown in Fig. 5-3,
espe0|aIIY If the folders wll not readily accept the standard
stick-on labels. \Wen variations are pernitted, they should be
applied as tenporary neasures only, and the standards prescribed
herein should be adopted as soon as practical. The best tine to
do that is when new files are created or old ones are remade.

M Preparing and Using Quide Cards, File Folders, and
Label s (see Figures 5-3 thru 5-5).

1. Qiide Cards. Prepare and use guide cards to identify
each major file series or to identify and support portions of the
series: type standard |abels and attach themto the guide card
tab; do not retire or discard file guides when files are disposed
of, reuse them
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2. File Folders. Type identifying data on standard
| abel s, positioning them on the folders as outlined in subsection
M.3., below. Wien the material in any one fol der reaches nornal
capacity of approximate y three-f ourths of an inch thickness,
prepare another one. The second folder should begin at a |ogical
point, such as the beginning of a nonth or a cal endar quarter.
Place folders behind related guides. A "dummy” file fol der
wth a |abel that shows all the required disposition information
but is not used to file docunents -- may be used as the first
folder in a record series. This saves repeating all the sane
I nformation on the succeeding f elders in that series, which

require only the basic series nunber followed by the file nanme
(See Fig.- 5-4) .

- —_——
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3. Labels.

a. Preparation of Labels. Label all file folders to
| ncl ude the nunber, title, year file created, cutoff date, and
disposition instructions. The exception is when a dumy file
folder is used. Subtitles and commonly accepted abbreviations
may be used: -

101-05 O fice Cassified Document Receipt Files
(91) corr Dec 31, 1991, DEST Jan 94

606-04 Staffing Policies and Prograns
(90) cofFr Dec 31, 90, PIF Jan 91
Transfer to the wNrc When Superseded

607-05.3 Legislation and Sel ective Policies Files
91) ecofFF Dec 31; 91, PIF Jan 92
ERM Transfer to” the wNrRc 96

~b.  Label Abbreviations. In addition to comonly used
abbreviations, use the following in preparing |abels:
CFA Current Files Area
COFF cut of f
DEST Dest r oy
VARC Washi ngton National Records
Center (WNRC), Washi ngton,
D.c. 20409
NPRC Nat | onal Personnel Records

Center, GSA (Civilian Personnel
Records) 111 Wnnebago St., St.
Louis, Mssouri 63118

Nati onal Personnel Records
GSA (Mlitary Personnel
Records) 9700 Page Boul evard,
St. Louis, Mssouri 63132

PERM Per manent
PIF Place in Inactive File
TRF Transfer
RET Retire
REFP Ref erence Paper
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N. Preparing Docunments for Filing. Files personnel shall:

1. Except for those docunents obviously ready for
fiIinﬁ, ensure that authorization for filing -- the word "file"
and the initials of the authorizing official on the right side of
t he docunment-- has been obtained. File authorities are not
requi red or necessary for docunents that are self-identifying.

2.  Ensure that each document set is conplete and that
encl osures or related papers are retained or accounted for.

3. Renove or destroy identical, duplicate copies of
docunment s-before filing.

4. Renove all mail control forms, classified cover
sheets, envelopes, and routing slips, except those containing
remarks of significant record val ue.

5. Mend or reinforce torn or frayed papers wth
transparent tape.

6. Assenble related documents for filing, as indicated
below, and file by the date of the | atest action.

a. The latest action on top.

b. The basic paper.

c. Endorsenent, beginning with the earliest paper.
d. Enclosures in nunerical order.

e. Supporting papers.

7. Staple related docunents together in the upper left
corner. \Wen the material is too thick to use wre staples, use
pronged fasteners to fasten related material.

8. Bring forward related documents, if appropriate.

Combi ne docunents of a later date that relate or refer to

documents of an earlier date, only when reference to themis
hecessary. A reference to earlier document does not necessarily
require that docunents be conbined. Do not conbine:

o a. Recurring reports with the policy docunents
requiring such reports.

.. b, Applications with the instructions governing their
subm ssi on.
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c. Documents on the same subject on different
transactions, such as reports of inspection of two different
or gani zati ons.

d. Use a cross-reference sheet for docunents brought
forward to maintain continuity.

0. Ccoding Docunments for Filing. After docunents have been
pared for filing, the next step is to code or categorize them

pre . . .

CodlI ng segregates t he ﬁapers into |ogical categories for ease of
filing and finding. The OSD Conponent personnel shall adhere to
the follow ng guidelines for identifying docunents to be filed:

1. Exercise care in determning their admnistrative,
| egal , and research value to the OSD and the WHS;, their
relationship to the organization; useful ness as archival
documents; -and the costs of keeping them” See Records
Di sposition Schedul es, enclosure 4, and the office file plan for
proper file code nunber.

2. In selecting a file nunber, first determne the
functional series that represents the subject matter, and the
speci fic subdi vision.

3. Select the proper file designation by referring to
the series and title descriptions listed in enclosure 4.  (See
Figure 5-3.)

4. Indicate the filing designation (file nunber) on the
right margin of the docunent.

5. |If the material being filed involves one or nore .
subjects by which it may be requested, indicate the
cross-reference file nunber for the additional subject by placing
It below the file nunber shown for the major subject. The
cross-reference is preceded by an “X" to distinguish it fromthe
maj or subject file nunber and to indicate that it Is a
cross-reference.

P. Coss-Reference

1. Cross-references are made to | ocate docunents
pronptly when they are needed. A cross-reference is a paper
filed under one classification and date to show the | ocation of
material filed el sewhere.

2. Frequently an extra copK can be annotated to show
where the original is |located and then filed under the cross
reference nunber. \Wen this is not feasible, a blank sheet,
conspi cuously annotated to show the record copy |ocation, nmay be
used i nstead.
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Q. Filing Procedures. The OSD Conponents shall:

1. Match the file designation of the papers with the
fol der |abels before placing papers in the fol ders.

2. File papers loosely in the proper folder with the
| atest date in front, avoidin? the use of pronged fasteners. Use
pronged fasteners when the files are frequently used, when
sequence of arrangenment is of special inportance, and when all
docunents pertain to the same transaction case or project.

3. Keep folder labels visible by neatly arrangi ng papers
In the folders. \Wen the contents of the folder increase to the
ol nt that the papers- begin to obscure fol der |abels, crease the
ottomf rent of the folder. Wen contents of the folder reach
three-f ourths of an inch, nake a new folder bearing the sane file
designation and place it in front of the full folder, show ng
| ncl usi ve dates on the fol ders.

| 4, Prevent” overcrowding files by allowng at |east 4
I nches of space in each active file drawer to permt sufficient
wor Ki ng space.

5. Avoid cluttering the files. File bulky material
separately in stora?e equi pnment suited to its size. Maintain
this material in file classification, date, or serial number
order. Make a cross-reference to the bulky nmaterial and annotate
In a conspicuous |ocation or wth the filed papers. Mrk the
bul ky material wth storage |ocation and file nunber to associ ate.
It with related papers kept in the primary |ocation.

R Label ing File Drawers. File drawers shall be l[abeled to
facilitate retrieval, and discretion used so that i1dentification
numbers of markings do not indicate the classifications of
material stored therein. Only the najor file series and
| ncl usive dates of the material are indicated.

_ S. Charageout Procedures. An SD 169 (OSD Records Chargeout)
IS prepared as a substitute for documents or other records
borrowed or permanently withdrawn fromthe files. The chargeout
card is placed in the subject folder at the exact place where the
material was filed so that the »our» portion is visible. This
facilitates identification of charged out files and expedites
refiling them _ When chargeout naterial is refiled, the entry on
the form is lined out and-the formreused.

T. (dassified Documents

1. Cassified files shall be safeguarded in accordance
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with DoD 5200. 1-R (reference (h) )

2. The interfiling of unclassified and classified papers
shal | be restricted to those papers that directly support,
expl ain, or document the record of the action or transaction.

3. Cassified docunents or other material shall be filed
or stored in approved classified containers or secure areas
appropriate wwth the classification of the material to be

pr ot ect ed.

u  Files Cutoff Procedures

1. “Files cutoff” is the process of transferring a file
fromthe active to the inactive state. Cenerally this is
expressed as "corfF 31 Dec 91, » followed by transter or
destruction information. Until the file “is transferred to a
Federal Records Center or destroyed, it is held for reference
only; no new docunents wll be added after the cut off” date.
| nactive files nust be kept separate from active ones to guard
against msfiles. A new tolder is put into the active files to
replace the ol d one.

2. On an annual or fiscal year basis, whichever is
appropriate, all offices shall cut off files and separate active
frominactive, retire,- transfer, or destroy eligible material
according to disposition procedures contained in enclosure 4; and
rsyieM/and destroy all duplicate or extraneous materials. Cut
of f:

a. Calendar year files on Decenber 31.
b. Fiscal year files on Septenber 30.

c. Files wth a retention period of less than 1 year
on a monthly or quarterly basis, as with chronol ogical reading
files, for exanple.

d. Files maintained as case or project files are cut
of f upon the occurrence of a certain event, such as separation of
personnel, final contract paynent, or project conpletion. Upon
cutoff, nmove such files to an inactive file until they are
eligible for destruction or transfer to a Records Center, in
accordance wth disposition procedures contained in enclosure 4.

5- 14



Al 15, Enc1. 5

Special Information
Needed to Schedule
Records as Permanent

|nitial date, arrangement, and total
volume of each schedule item

Transfer date and annual
accumulation of recurring records

Any access restrictionsto be
Imposed by NARA on records
proposed for Iimmediate transfer

Volume, inclusive dates, and any
FRC accession and box numbers
related to nonrecurring r ecor ds
proposed for Iimmediate transfer

Figure 5-1
Special Information Needed to Schedul e Records as Permanent
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PERMANENT
RECORDS

TRANSACTION
FILES
65%

OTHER
FILES
35%

Figure 5-2

The Appraisal Process: Three Aspects of Federal Records
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200 ADMINISTRATION

————

704 FOI AND SECURITY REVIEW

701 OFFICE ADMINISTRATION FILES

Al 15, Encl. 5

- —

100 OFFICE ADMINISTRATION (GENERAL)

GUIDE CARD LABELS. Breakdown of guide cards is authorized if files within one subfunctional category
are voluminous, e.g., the 700 category (Public Affairs) is further divided with guides cards for 701,704, etc.

"
"

10101 thru 101- 20 (86)

Sample label entry for drawer that contains two or
more record series. No disposition is shown on the

label because it varies among the several record series
in the drawer.

Figure 5-3

(86)

102-03 READING HLES
COFF 31 DEC 36
DEST JAN 90

Sample label entry for drawer that contains one (and
only one) record series, and' contains a/ of that record

series. Nota that drawer label is identical to folder
label in this case.

Exampl es of Quide Card and Drawer Label Entries
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FILE TITLE

Fl LE 101-04 OFFICE ORGANIZATION FILES YEAR OF ACCUMULATION,
Dest when superseded, 00S0l et €, or no longer WHERE APPROPRIATE
needed for reference

+

N

DISPOSITION INSTRUCTIONS

102-03 January

102-03 February

rr—— S ———————— —— —

102-03 March (86)

102-03 April

102-03 Reading Files (86)
COFF 31 Dec 86; Dest Jan 90

USE OF “DUMMY” FOLDER. When there are several folders within one file number, a “dummy’”’ file
folder may be used as the first in the series. Tape it shut so thet no documents can be inadvertently
filed in it Subsequent folder labels need only show the file number, contents and year of accumluation
(if appropriate).

Figure 54
Sanpl es of Label Entries
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102-01 102-01 102-01 102-01
REF PUB- FILES . DOD DIRS DOD DIRS REF PUB FILES
1327.5 thru 4120.15 thru
DO-D DIRS 4120.14 SERIES 7220.8 DOD Als
1000.17 thru 1 thru 90
1325.6
DEST WHEN SUPSD,
DES WHEN SUPSD, OB, OR NO LONGER
OB, OR NO LONGER NEEDED FOR REF
NEEDED FOR REF

Figure 5-5

Sampl e Label Entries for Binders
Cont ai ni ng Reference Publications
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